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Whether you're typing business letters on land, sea or even 
in the air (yes, Virginia, there are flying carpets), the impres- 
sion they create has to be the right one. That's why discern- 
ing secretaries everywhere depend upon Columbia Ribbons 
and Carbons to give that special note of correctness to their 
office correspondence. Columbia Ribbon and Carbon Man- 
ufacturing Co., Inc., Glen Cove, N. Y. 
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THE CASE OF THE 


HOT DIARY by 


YOUR GIRL FRIDAY 


» + and AFTER she read the first few pages . . . was HER face red? It was. She had underestimated her boss. Here's what was 
IN that HOT diary: 


“My secretary keeps complaining about what she calls ‘eye fatigue’. Says reflected glare on harsh typing paper 
and the black print on white paper slows her down to a walk by the end of the day. Well . . . even | have heard 
of Panama-Beaver ‘“‘vision-engineered"’ products. Even | know about those COLORED Panama-Beaver Hypoint 
Carbon papers. They're soothing to the eye and harmonize with all paper. The Panama-Beaver Lustra Colorful inked 
ribbons do the same . . . scientifically harmonizing with letterheads and all forms. And take those EYE-SAVER 
Unimasters for spirit duplicating. Their tinted jackets avoid any glare. Easy on the eye, yet the typing stands out 
and they produce ‘brilliant copies in amazing numbers. | am surprised that my secretary...” 


Well, our Diary snatcher, pink cheeks and all, wasted no time asking her office neighbor about Panama-Beaver. In no time a 
highly competent and accredited representative called to demonstrate the exclusive features the boss had known about all along. 
Now, don't wait for the Boss to write you up in his diary. Just fill in the coupon below. Do it now and you'll receive absolutely 


FREE Panama-Beaver's outstanding eraser that helps you ‘‘erase without a trace"’. 


e 
. Mail Coupon Now! _. .. 
(on your company letterhead) s-5 
MANIFOLD SUPPLIES CO. 


19 Rector Street, New York 6, N. Y. 
ted the exclusive color 


1 want to see 
/ harmony features of Panama-Beaver Products and 
AC! at the same time receive my FREE Panama-Beaver 

eraser. 
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there's a new fashion in carbon paper too! 


It’s Beautyrite® that’s setting the trend in carbon copies 

copies that are dark, crisp, yet won’t smudge under normal handling 
Remington Rand guarantees that Beautyrite Carbon Paper 

will give you almost as much satisfaction as a new hat 

So follow the style of the smartest secretaries with the carbon paper 
that gives intense copies, but still leaves your fingers clean 


Ask your boss to go Beautyrite. Both of you will read the difference 


Remington. Fkand 


DIVISION OF SPERRY RAND CORPORATION 


FOR SAMPLES, WRITE TO REMINGTON RAND, ROOM 1838, 315 FOURTH AVENUE, NEW YORK 10. 
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M.. greatest discovery is not 


fire, nor the wheel, nor the combustion engine, nor atomic 
energy, nor anything in the material world. It is in the 
world of ideas—Teamwork by Agreement. And there is 
certainly a world of ideas in our heads, our hands and our 
hearts—if we care enough to share our gifts completely— 
collectively for us this will form a stronger bond in man’s 
greatest discovery—teamwork by agreement! 


But, We Have Cared Enough, for this is what has insured 
our destiny, made us professional blood relations, for no 
one goes her way alone; all that we send into the lives of 
others through our services and professional encouragement 
comes back into our own. 


July has passed—August is now with us—and it is 
Transition Time, a transition that brings NSA new leaders, 
a new year of fruitful benefits for all of you, a year of new 
horizons, and new challenges. The ribbon that has unwound 
so faithfully and so well as So Much a Part of You all 
through the past year has been used advantageously each 
and every inch along the way for you. 


The bigness that has enlarged our Association has been 
created through increased membership, educational and pro- 
fessional standards and projects, and untold “woman hours” 
of service in all directions, at all levels, and under many 
difficult conditions and circumstances. 


Three “musts” were underlying every successful endeavor, 
every attempt to become Better Than We Are . . . a clear 
vision of exactly what we wanted most to accomplish, a 
belief that we could and would succeed, a determination to 
start now—not tomorrow or the tomorrows after that—and 
to keep at it. These have been our hopes and aspirations. 
We certainly have never been satisfied, nor have we allowed 
ourselves to rest on our laurels. Had we done so, we would 
have grown old in stature, instead of retaining our youth 
and increasing our professional stability. 


A living general interest in everything that makes for 
progress will make individuals more valuable and acceptable 
to themselves and to the world. We are alive! Our dreams 
are becoming realities, with new dreams for the future tak- 
ing their places. Our recently concluded Annual Convention 
was highly evident of our desire to stay alive, to retain our 
youthful vigor and enthusiasm. Our yearly programs have 
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brought a new aliveness, a new urge to do more, learn more, 
see more, and serve more! 


Membership in NSA is a fascinating, exhilarating ex- 
perience—a challenge in know-how, initiative, leadership, 
and a willingness to share. These are all So Much a Part of 
You. Our 1956-1957 ribbon is completed. The 1957-1958 
ribbon presents a new challenging theme—We Can Be 
Better Than We Are. 


There is no greater future than an excursion in secretary- 
ship with a properly formulated attitude, and we are pre- 
paring for even a greater future as we assist in building 
tomorrow’s secretaries today. It is true, too, that we are still 
within an “interim period of our professional development” 
—a period wherein it is vitally necessary for us to keep up 
with the changing times and demands of the future with a 
stronger sense of humility as well as a sense of sophistica- 
tion. 

With the inch or more that has been so generously left 
on the 1956-57 ribbon, your retiring Board of Directors 
wish to express sincere appreciation to our Editor, the Dean 
of the Institute for Certifying Secretaries, the Home Board 
of Directors, the Chairmen and Members of all Committees, 
our Executive Secretary and her able staff, to each and every 
member, and all those closely associated with our organiza- 
tion for your untiring efforts and talents in forwarding our 
continuing progress. Our pride in your accomplishments has 
made this a most rewarding year. 


To the new “Skipper,” the “Mates,” and the “Crew,” Bon 
Voyage as you board the good ship, “YEAR 1957-58,” for 
its maiden voyage. 


Your RETIRING 
ASSOCIATION BOARD OF DIRECTORS 


EXECUTIVE 
SECRETARY 


Corporation executive and Director of scientific research 
laboratory, located in the Greater Boston area, is seeking 
a secretary with the following qualifications: 


A college degree preferably in science and experience as a secre- 
tary to a university department head. The ability to handle many 
varied routine detail functions, efficient, orderly, and good follow 
up. Accustomed to and available for additional hours of work— 
the willingness and desire to “live the job.” Important that her 
associates and interests be in the “climate” of the scientific world. 


This position offers a wonderful opportunity in prestige, 
self-satisfaction, and in enjoying many company benefits. 


Send complete background information includ- 
ing salary requirements, which will be treated 
in strictest confidence, to THE SECRETARY, One 
Gateway Center, Pittsburgh 22, Pa. 
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Buy Cosmetics Wholesale and Save Over Half! 


Buy DirEcT from the Manufacturer of finest cosmetics 
and actually SAVE OVER HALF the regular retail price. 
Exclusive Direct-to-Customer quality cosmetics give 
you 5 wonderful skin-treatment items that usually sell 
for $10.00 plus $1.00 Tax. All of these very fine high 
fashion cosmetics are yours, for a limited time only, for 
just $5.00 with unconditional money-back guarantee! 





LIST YOU YOUR 
PRODUCT SIZE___ PRICE SAVE __COST. 
Skin Freshener .. Gz: $3 150° 3 75. $75 
Deep Pore Cleanser ......6 Oz. 1.50 i5 ID 
Moisture Lotion. ............ 2 Oz. 2.50 1.25 125 


Lubricating Creme ....... 2 Oz. 3.00 1.50 1.50 
Hand & Body Lotion .... 6 Oz. 1.50 75 75 


$10.00 $5.00 $5.00 
Federal Tax— 1.00 1.00 Incl. 


Regular Retail List Price—$11.00 $6.00 $5.00 


Just imagine! $11.00 worth of everything you need 
for a beautiful skin for just $5.00 including Postage 
and Tax. Send only $5.00 TopAy by check or money- 
order to INTERNATIONAL STANDARD LABORATORIES, 
INc., 700-11, Prudential Bldg., Houston 25, Texas. 








Distributors wanted! Outstanding opportunity to an exciting, pleasant, 
dignified profitable career with reed income. No age limit; no 
car or experience necessary; full or part time; day-time or evenings. 
Write today! 














OH. TO BE BACK 
AT MY 
TYPEWRITERII! 





Yes, and think of all the pleasurable mo- 
ments that she's missing by not using the 
best in typewriter papers—SPHINX .. . 








A PAPER FOR EVERY 
OFFICE USE! 


18th STREET NEW YORK II, N 





SAXON PAPER CORPORATION 
240 WEST 
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MIND 


YOUR 


OFFICE 


MANNERS 


"Nothing is more reasonable and cheap 


than good manners—Anonymous 





ere’s something 


that will cost you nothing, yet will re- 
turn untold amounts to you in good 
human relations. In the last twenty years 
women have moved into the business 
world to such an extent that Mrs. Eliza- 
beth Gregg MacGibbon, who wrote one 
of the first books on office etiquette in 
1937, was amazed to find how badly it 
needed revising in 1953. Women’s ad- 
vent into the office has been so swift that 
it has made it economically impractical 
for books to keep up with her progress. 

If you look far enough, chances are 
that you will find at least a modified 
“yes” or “no” answer to any question on 
office etiquette that you may ask. Locali- 
ties differ in what is good taste—the 
resort area differs from the big city; the 
large office differs from the small; and 
the suburban office, from the up-town 
office. If your problem is acute and you 
can find no authority for guidance, lean 
to the conservative, it is far safer. 

“Be kind” is the underlying rule of 
good manners and good taste. Make the 
other person feel at ease; have respect 
for him, his views, attitudes, and opini- 
ons; and you can rest secure in your of- 
fice manners. In other words, apply the 
Golden Rule. 

Clothes 

Clothes are a part of office etiquette. 
Your general appearance will speak for 
you long before you get a chance to open 
your mouth. In most offices women far 
outnumber men. Women, therefore, cre- 
ate the atmosphere and set the tone. 

What kind of clothes are proper to 
wear to the office? 

Read magazines for working girls and 
follow the advice given in them. Don’t 
look like you are going to a party, nor 
like you are ready for the beach. Be sure 
you are properly covered, and that the 
“covering” is neither too thin nor too 
tight. Investigate new materials continu- 
ally. 

Should you wear hat and gloves to 
work? 

It’s an unqualified “yes” if you are 
applying for a job. If you dare to be dif- 
ferent, if you would like to be considered 
really well dressed, you will still wear a 
hat after you get the job. You may al- 
ways wear gloves. 


Do you have to wear hose to work? 

If your legs are white or if there is an 
office rule, “yes.” If you have a nice tan 
or can apply leg make-up skillfully, and 
there is no office rule, you can put your 
hosiery money into your vacation fund. 

What kind of jewelry should you wear 
to work? 

Jewelry—even large jewelry—is often 
the one thing that completes your cos- 
tume, if it is in good taste. A certain 
necklace may be appropriate if it cannot 
get caught in the office machines or files. 
Bracelets are acceptable if they don’t 
jingle so they irritate those near you, or 
dangle so they get mixed up in the ma- 
chines. Earrings that are too large or too 
long are simply not good taste in an office. 

What kind of shoes should be worn 
to the office? 

High heels — even very high heels— 
are all right if you don’t hobble. (Do 
your sling pumps “clump”?) Again, 
don’t let your feet look like they are 
ready to go dancing or to the beach. Bal- 
let slippers, saddle oxfords, loafers, and 
modifications thereof look too much like 
high school. You are a big girl now. If 
your job requires you to stand on your 
feet a lot, keep an extra pair of comfort- 
able shoes in your locker or in your desk. 
Be sure, however, that your feet are 
dressed up when you come to work and 
leave. 

What does good grooming really 
mean? 

You cannot be well dressed, much less 
chic, without being well groomed. It 
means that you are dressed in good taste 
for the occasion ( preferably underdressed 
to overdressed ); that your hair is neat 
and your make-up appropriate; that you 
are clean and sewed—not pinned—to- 
gether; that your shoes are in good repair 
and polished; and that you are able to 
forget your clothes after you leave home. 


Intra-Office Manners 

Do you always say, “good morning” 
and “good night”? 

A cheery “good-morning” helps your 
own feelings, particularly if you don't 
feel that way. Try it; it really works. A 
cheery “good-night” does the same. If 
it helps you to say it, think how it helps 
the other fellow—even the boss. If some- 
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one is busy, however, don’t make your 
cheery “good-morning” a nuisance. 

It is almost always a must to say “good 
night” to your boss. It is part of your job 
to let him know that you are leaving. 

Are you expected to rise if a superior 
approaches your desk? 

The consensus seems to be that a su- 
perior would much prefer that you 
would get the job done than show how 
polite you are, but you are expected to 
give gracious answers to his questions. 

Are you meticulous about saying, 
“Thank you,’ “I beg your pardon,” or 
“You are welcome”? 

There are never any big things with- 
out little things first. And all of these 
are little things. Don’t forget to say 
them even if it is an effort. Good habits 
are as easily formed as bad ones. You 
really have to work at either, so you 
might just as well work to your own 
advantage. 

Does your daily conversation consist 
of your many personal problems? 

Try to leave your troubles at home. 
Your co-workers, your superiors, every- 
one in the office has his own troubles. 
They don’t want to hear yours any more 
than you want to hear theirs. 

Are you irritable, or touchy, or 
grumpy? 

If so, you are unpleasant to be around. 
Someone may worry needlessly because 
he does not know what he has said to 
make you angry and all the time it may 
have been something else that irritated 
you. If so, others may be afraid to ask 
you a question for fear of the reply they 
may get. If so, even when you are in a 
good humor, others may hesitate to be 
pleasant for fear of hurting your feelings. 

Do you ever lean, prop, or sit on desks 
or tables? 

Think how it looks to others. It might 
be a good idea to have candid-camera 
shots taken in the office if it were possi- 
ble without our knowing. 

Is your chewing gum annoying to 
others? 

If you chew, stand in front of a mir- 
ror and see how you look; then listen to 
yourself if you possibly can. Nobody has 
ever passed these two tests successfully. 

How are your restroom manners? 

Do you act in the office restroom as 
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you do at home? Don’t put out cigarettes 
on the floor. Don’t leave hair in the 
sink. Don’t leave your personal items 
around to get in other people’s way. 
When you leave, is the place as clean 
and neat—or more so—as when you 
went in? 
Visitors 

Do you rise from your chair when a 
visitor approaches your desk? 

Keep in mind that you are hired to 
do a job, which you cannot do if you 
have to play jumping jack all day long. 
A good deal of judgment and common 
sense must go into your answers to this 
question. The answer for you depends 
upon the size of the office, the location 
of your desk, what your employer ex- 
pects of you, and who the visitor is. In 
the majority of offices for the majority 
of the time, the answer is “no.” 

Do you shake hands with visitors? 

If you shake hands, it is gracious to 
rise. A lady always offers her hand first. 
It seems, however, there are a few men 
who do not know this, and a lady never 
refuses to shake hands. Women seldom 
shake shands with each other in an of- 
fice these days. 

Do you entertain visitors who are 
having to wait? 

Again, you are hired to do a job, and 
under normal circumstances most secre- 
taries have enough to do without trying 
to entertain visitors, also. Your answer 
to this depends upon what your em- 
ployer expects of you, and who the vis- 
itor is. You should be gracious, being 
sure that there is a place for him to sit 
and that his wants are supplied. Then 
don’t let him think he has been for- 
gotten, but it is usually unnecessary to 
carry on a prolonged conversation. 

Telephone Manners 

Do you realize that your voice is all 
there is on the telephone? 

If you smile over the telephone, your 
voice carries that smile. Remember, a 
frown carries too. 

Do you answer the telephone with 
just plain “hello”? 

Saying only “hello” is a very bad habit 
for obvious reason, whether you answer 
a trunk line or an extension. It is proper 
to answer the phone on your desk with 


(continued on page 30) 
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Many secretaries are 


loyal to  EraserStik 
7099 and 7099B — 
the all-utility white- 
polished beauty that 
changed a_ nation’s 
erasing habits. 





Others are crazy about our gorgeous 
new Redhead 7066 and 7066B — with the 
soft red typewriter eraser and red brush. 


Whatever your preference, EraserStik 
helps you turn out cleaner, neater work 
without strikeovers and ghosts showing. 
Because EraserStik is the new, the mod- 
ern, the better way to erase. 


Why work under a handicap? Start 
using EraserStik and the promotions will 
come faster. Your Dealer carries both 
styles. Call him today. 


A.W. FABER-CASTELL 


PENCIL CO., INC. © NEWARK 3, N. J. 








DOROTHEA L. CHANDLER 
Dean, Institute for 
Certifying Secretaries 


A STATEMENT OF YOUR GOALS 
FOR 1957-58 


Before you become involved in the 
many activities that make up your fall 
and winter programs, take time to write 
a personal inventory; this should not be 
an inventory to include such assets as 
your car, your golf clubs, your savings 
account, your insurance, but it should 
tell some interesting things about you. 

Take a sheet of paper and write some 
or all of the following as headings for 
columns in which you should make ap- 
propriate notations for the past three 


10 


months: Reading —books, magazines, 
newspapers; Recreation with several sub- 
headings; Viewing (including TV and 
Stage); Listening (Radio, lectures, con- 
certs); People; Church; Clubs; Health 
(maintenance — physical checkup and 
dental care); Wardrobe, now and pend- 
ing. 

READING. Are you reading the same 
newspaper now that you've read for the 
last year or more? Do you ever read 
another newspaper? Do you read differ- 
ent sections of the paper or do you 
slavishly follow a reading pattern? Do 
you read books? If so, what type? If not, 
why don’t you? What magazines do you 
read regularly, occasionally, or glance at? 
Do you ever read aloud? Do you get 
interested in words as you read and con- 
sult a dictionary for exact meanings or 
spelling? (I wish every secretary would 
learn to spell nonmember and retake as 
solid words! ) Do you discuss what you 
read? Have you ever tried learning a few 
lines of poetry? The other evening I 
turned to a favorite anthology after a 
busy day, and for a few minutes my 
mind found recreation as my eyes raced 
over familiar lines. 

If you’ve neglected your reading, visit 
the public library and talk with one of 
the librarians—you're sure to find one 
with skill in selecting just the right 
books for you. Perhaps you'll have a flair 
for telling about what you read; you 
might become a reviewer for clubs and 
thus pass on to others your pleasures in 
reading. 

RECREATION. Whatever form of 
recreation you indulge in during the 
year should have its place in your inven- 
tory: swimming, dancing, skiing, ice 
skating, bowling, golf, tennis, bridge, 
crafts, or music. 

VIEWING. Whether you watch TV 
or stage plays list your interest under 
viewing, and watch during the next 
three months to see whether you are 
getting any variety into this column. Do 
you have a rather rigid pattern of watch- 
ing special programs? Do you read about 
programs or discuss them with your 
friends? 

LISTENING. Although you may think 
of listening as related to radio, include 
also lectures, concerts, your church and 


club programs; try to recall after a few 
weeks some new idea, unusual words, or 
especially entertaining presentation. 
Some of the programs you hear should 
stimulate you to further reading or the 
development of some new interest. 

PEOPLE. Can you look back over the 
last three months and say that you have 
met at least one interesting person? 
What are the individual’s characteris- 
tics? We all like to see friends with 
whom we have shared hobbies, work, 
church activities, or social events, but 
top-level professional people make new 
friends to broaden their circles, and to 
help fill the vacancies left by friends who 
have moved away. Do you ever stop to 
consider why you particularly enjoy see- 
ing men and women whose visits to your 
office or home make the day a better one 
for you? 

CHURCH. Do you attend your 
church? Do you take part in some of the 
group activities? 

CLUBS. Have you ever considered the 
range of the programs offered by the 
clubs in which you have memberships? 

HEALTH. Many well-informed pro- 
fessional people today allow time for 
physical examinations in their schedules, 
and management in many cases provides 
health services for employees. Since 
health is so important to each person's 
achievement on the job, special con- 
sideration should be given to its main- 
tenance through sensible eating, sleep- 
ing, and recreation. Can you claim as 
one of your assets for your job that you 
have not missed a day because of illness 
in three, four, or five years? 

WARDROBE. Although I have been 
impressed by the appearance of NSA 
members I have known, I have included 
wardrobe as the last item in the inven- 
tory because a businesswoman cannot be 
evaluated without consideration of her 
judgment in planning, selecting, and 
caring for her clothing. 

STATEMENT OF YOUR GOALS. 
After you have finished your personal 
inventory and made your plans for the 
months ahead, file your list for recheck- 
ing every three months. Gradually you 
will begin to see trends. If the results do 
not please you, it’s time to revise your 
goals. 
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HOW WELL DOI WRITE IT? 


Sr. M. MARGUERITE R.S.M. 
Mt. Saint Agnes College 
Baltimore 9, Maryland 


S ome time ago a representative 
of the Gregg Publishing Company was fond of producing 
from his vest pocket a newspaper clipping with headlines 
worded something like this: 

“New machine spells the end of hand-written shorthand.” 

The article described an invention whereby shorthand 
could be written mechanically as swiftly as three hundred 
and fifty words a minute—without effort. With such a de- 
vice, of course, all systems of hand-written shorthand were 
to be awarded a swift, definite, but honorable burial. I 
haven't seen this little clipping recently. I imagine it wore 
out long ago, for it was cut from a newspaper dated 1904. 

Now—the mechanical device, while it is true it is giving 
practical service at the present day, did not bring about the 
demise of shorthand. In fact, along with the machine device, 
there seem to be more systems of hand-written shorthand 
than ever before. 

However, there is a mechanical device which, had it been 
properly systematized, advertised, and merchandised at its 
very inception, would have spelled the end of letter-writing; 
of business letter-writing, that is. 

I refer to the voice-writing machine. 

Just imagine if, at its very beginning, the dictating ma- 
chine had been so standardized and universalized that the 
office manager could address his correspondent on cylinder, 
tape, wire, disc, or band (it would have to be one of these), 
remove it from the machine, send it forthwith to Mr. Peter 
Peterkin, who thereupon would play it back on his machine, 
dictate the answer, and return said cylinder, tape, etc. And 
that would be that! 

The idea, of course, is fantastic. First of all: we could 
never get the various and sundry voice-writing machine 
manufacturing companies to agree on any particular model. 
They would all agree on the excellence of the idea—pro- 
vided their particular product were the one selected. That 
would bring forth anguished cries of “restraint of trade,” 


“competition the backbone of democracy,” and so on. 

Second: what about those all-important carbons? Well, 
as business gets more and more streamlined and jet- 
propelled, many office managers are awakening to the realiza- 
tion that not every and all routine communications need 
permanent copies; besides, if some brilliant inventor ever 
succeeded in universalizing this non-letter-writing system 
of communication, he could just as easily find some way of 
permanently recording the voice in the office originating the 
message. 

Now, having Walt-Disneyed 99% of our secretaries out 
of a job, let’s come back to reality. 

Edith Stein! wrote some of her most brilliant works on 
women, the difference between the sexes, the mental and 
psychical characteristics peculiar to woman. She states that 
there are some careers specifically adapted to women because 
of woman’s attention to detail, her capacity of empathy, her 
intuitiveness. Accordingly, she finds that the professions 
open to women (besides the supreme one of motherhood ) 
are the medical, the nursing, the housekeeping fields. Not 
the factory, not business as such. But she does suggest that 
filing, co-ordinating, translating, editing, record-keeping, 
and letter-writing are particularly adapted to the feminine 
temperament. 

So the question “How well do I write it?” if it is a secre- 
tary proposing this challenge to herself, the answer is: 
perfectly. Why? Because perfection is possible in letter- 
writing. 

St. Thomas says that the ultimate perfection of a thing 
consists in the attainment of its end. Now—about perfec- 
tion in general: there is a saying attributed to a variety of 
authorities (among them Mother Catherine McAuley, 
foundress of the Sisters of Mercy) “Trifles make perfection, 
but perfection is no trifle.”? It is the kind of thing Mother 
McAuley would say: but whether she originated it or not, 
what is authentically her advice is: 





1. A Jewish philosopher who became a Catholic, entered Carmel. 
Her Nun’s Story is that the Nazis wrested her from her earthly 
Right to be Merry, caused her to Leap over the Wall into 
eternity. 
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2. Actually Michelangelo Buonarroti is the earliest recorded au- 
thority. 





“Give to each thing the amount of perfection it reason- 
ably requires. That done, go on to the next duty with seren- 
ity of mind.” 

Her admonition brings us to the next phase of perfection. 
While, etymologically speaking, a thing is either perfect or 
it is not; actually, there are degrees of perfection: degrees 
of intensity as it were. That justifies the claim that the 
answer to the question: “How well do I write it?” is— 
perfectly. 

Obviously, you wouldn’t give the same degree of perfec- 
tion to a note written the office boy asking him to get you 
a bottle of milk on his lunch hour, as you would to a letter 
dictated by your President to the President of a competitor 
company, offering to buy out his whole outfit: lock, stock 
—and bands (suppose he’s in the business of producing 
voice-writing machines! ). Or, should your President get 
such a letter offering to put him painlessly out of business, 
the answer would require the greatest attention to perfec- 
tion—depending on how much inflammability the office 
stationery can sustain without disappearing in little puffs 
of smoke. In such an event, not likely would anyone “go on 
to the next duty with serenity.” 

That reflects back to the suggestion of serenity—though 
not in the same connection. The last part of Mother Mc- 
Auley’s advice is worth examining: “Go on to the next duty 
with serenity of mind.” If the secretary is always checking 
back, wondering if that deed were correctly typed, fearing 
those figures were not accurate, hoping those untidy erasures 
would pass uncensured, she is not likely to have that serenity 
and poise of mind that will enable her to perform the duty 
of each day with the amount of perfection it deserves, to 
carry out each task as if it were the only one she had to do, 
and to live out each day’s routine as though it were the last 
before her promotion onward and upward. 

How well do I write it? Not here belongs some infallible 
dogmatization in regard to open punctuation or closed, 
block, indented, or semi-block style, balance, proportion, 
placement on paper, the quality and size of letterheads and 
envelopes. All these you learn in your business course or in 
the practice of your company. 

Actually, the best form and content are those which pro- 
duce results. (Incidentally, if the office boy brings you that 
milk, you've written him a perfect letter!) If your Presi- 
dent sighs: 

“I wish we could get all of Fred Faraway’s advertising 
business!” and you, in your eager helpfulness take a—well, 
say a bobby pin, dip it in red ink, and write: “Dear Fred 
Faraway, will you give our company all your advertising 
business?” and if the answer comes back: “Sure; please 
sign enclosed contracts,” then you have written a perfect 
letter. However, don’t let that put ideas into your heads. 
It’s only another fantasy to illustrate a point. 

As to techniques of style, you follow along the lines laid 
down by your company. Whether you can change that 
policy of your own initiative (if it should be changed) will 
be taken up later. 
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How well? Not here belong orations and fulminations on 
English technicalities, the elimination of “ain't,” the agree- 
ment of the good-natured verb with its domineering sub- 
ject, proper sentence formation, and the production of a 
business letter the rival of any masterpiece produced by 
Shakespeare, St. Paul, Hemingway and Company. True, 
there are some refinements of grammatical points that, if 
observed, might never be noticed; but there’s still an artistic 
satisfaction in applying them properly. 


I refer to such niceties as the wnsplit infinitive. Stephen _ 


Leacock says he’d just as lief split an infinitive as an egg, 
and boasts that the English language is the only one in 
which the infinitive can be split. But 

To deliberately split an infinitive is not such smooth 
language as: Deliberately to avoid such structure. 

Again: there’s the use of the possessive form before a 
gerund: Pardon my getting too technical! The Committee’s 
devoting a whole panel to grammatical usage is significant. 

Another little usage frequently disregarded: “So .. . as 

.” after a negative comparison, instead of “as . . . as.” 
“This article is not so interesting as some you have read, 
but it is as practical as need be.” 

And then there’s that insidious little error: “different 
than.” Different is mot an adjective in the comparative de- 
gree, therefore merits no “than.” “These examples are dif- 
ferent from what you expected!” 

These are minor changes possible of unobtrusive inser- 
tion. If the letters have been dictated to you, you transcribe 
them according to your employer’s intentions, except (1 
speak as one less wise! ) to filter through your own charm- 
ing femininity a few phrases that might be brusque or un- 
gainly; for which the boss might repent at leisure, or be 
grateful to you for mitigating. Perhaps he'd simply be un- 
conscious that such a filtering process had taken place. 
Remember Sinclair Lewis’ “Babbitt”? Rough-hewn, self- 
made, he dictated letters that his secretary had to sculpt into 
perfection. But when he signed the finished product, he 
gloated: “Now, why can’t my assistants dictate such letters?” 

For: How well do I write it? As well as educational and 
cultural background, skill, experience, and pride in one’s 
work will permit. Make no mistake about it: like the in- 
structor in Commerce, the secretary should be educated as 
well as, if not better than anybody else in the organization. 
Why? Shorthand, dictation machines, office appliances are 
only tools, and therefore useless unless properly applied. If 
one has a knowledge of, say Greek Mythology, he has an 
inner wealth and a frame of reference even if, tragically, 
he never applies or shares it. But a tool is purely functional, 
and useless unless you apply it—and apply it accurately at 
that. 

The secretary should be thoroughly familiar with the 
subjects to which her tools are to be applied. She should 
certainly be the equal, if not the superior, of the employer 
in English; she should know the vocabulary characteristic 
of her company, so that she could distinguish whether 
“flesh-colored woolens” or “fresh, cool winds” would be the 
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proper expression. Theatre? Music? Literature? Art? If she 
does not know the answers in all these fields, or at least 
where to find the answers quickly, she'd better get an en- 
capsulated education in them before she and her employer 
lose prestige when out-of-town guests, patrons, or competi- 
tors seek information. 

We come back as promised to the possibility of the sec- 
retary’s using her own initiative to change—either the for- 
mat of the letter-writing, the kind of stationery, or the 
wording. Does the employer still cling to the outmoded, 
bulky, meaningless phrases, participial beginnings and end- 
ings: “Referring to your query of the 16th ult., we beg to 
state . . . asking your continued patronage, we beg to 
remain . . .”? Modern letters need not so much begging. 
Most employers have swung away from these socially elite 
formalities of the naive nineties. But does yours still use 
them? And it is hopeless to get him to change? 

“Never underestimate the power of a woman,” especially 
your own power. It is claimed that women dress mainly to 
please (or to tease) other women—witness the careful 
grooming at an alumnae reunion of a woman’s college, 
when definitely there are no men in sight! But while men 
do not perceptibly dress to please either men or women, 
it is certain that the majority of inventions and labor-saving 
devices have been produced by men—to please women. For 
example: the sewing machine, household cleaning devices, 
kitchen gadgets—AND the typewriter! What a whirling 
world of change these inventions—used mostly by women 
—have brought about in business. So—it takes a woman to 


put up patiently with drawbacks and obstacles; it takes a 
man to invent devices to overcome the drawbacks and 
obstacles; so that women can produce more work more 
efficiently. 

Thus—if the employer seems loath to follow the trend of 
streamlined letters (these days we are even venturing upon 
the elimination of Dear Sir, and Very truly yours), you 
might show him what an increased amount of labor is in- 
volved in sticking to outmoded forms—and how clever he 
would be if he’d launch out into the newer way, so that the 
letters you write for him might increase his prestige—and 
you could get more work done for him in less time. 

How well do I write it? My dear Secretaries, you would 
not be reading this article if your honest answer to the 
question were not: “I write it as perfectly as its nature 
demands.” 

You are the apostles of the business world. Your apostol- 
ate is service. Your function is to oil the wheels of industry, 
to sharpen the perspicacity of businessmen, to ease the 
burden of doctors, to untangle the complexities of lawyers, 
to lift morale, to inculcate or sustain ideals. You are the 
power behind the throne in more ways than two, and you 
exercise your God-given characteristics of womanhood in 
every capacity open to you. 

Hence—your conclusion for your own stimulation is: 
“Not only do I write it as perfectly as possible; I do every- 
thing from the smallest to the top-heaviest of my duties 
with the amount of perfection they reasonably require. And 
I shall continue to do so.” 
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YOU ... executive calibre? 


/ - needs new executives. 


Business is growing at a tremendous rate. In 1900 the 
horseless carriage was a novelty. Today there are 40,000,000 
cars on the road. In 1900 there were fewer than 2,000,000 
telephones in use. Today there are more than 52,000,000— 
and more than 2,000,000 new phones are installed each year. 

As the size of factories and offices grows by leaps and 
bounds, the need for executives to manage these enterprises 
becomes more urgent—and more rewarding. 

As someone faced with the task of selecting junior and 
senior executives almost daily, I can tell you that executives 
aren't “born.” They're not “made” either. Rather, most ex- 
ecutives I know are self-made. Whether they're foremen or 
department managers—whether they wear a fine suit and 
tie or sturdy work clothes—the one thing they have in 
common is a set of executive characteristics. 

Below I've listed in question form the characteristics I 
consider most important. You can test yourself by answering 
each question truthfully, scoring ten points for each “yes” 
and five points for each “half-yes.” Then, see the scoring 
table at the very end. 

Do you really know your job? You can progress to a bet- 
ter one only after you're proficient at the job you have right 
now, for past performance is what any potential executive 
is judged by. To do a good job, you must not only know 
how to do it, but why your job is important. The sudden 
illness of a file clerk or assistant can create a bottleneck that 
affects a company’s entire operation. Knowing how your 
job contributes to the company’s success will make the job 
seem more worthwhile, and help you do it better. 

Do you look for better methods? One of the most im- 
portant functions of an executive—whether he’s in charge 
of one person or 1,000—is to figure out more efficient ways 
of doing things. Do you look for ideas that will save the 
company money, help produce a better product, or speed 
production? Good ideas are the foundation of progress, and 
by creating good ideas you demonstrate executive ability. 

Do you seek out responsibility? The main responsibility 
of any company executive is to help the company make a 
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by LLoyD M. POWELL, President 
Dictaphone Corporation 


profit-through-service. Sometimes, accepting that responsi- 
bility may not be pleasant. But to be worth his salt, an 
executive must accept it. He must be willing to supervise 
others—teach them, correct them, help them do their work 
better or more easily. To be successful, an executive must 
have the courage to do what he knows is right—whether his 
decision proves popular or not. 

Are you willing to put in that extra lick? Any football 
player can tell you: It’s that extra bit of energy—that extra 
ounce of “drive”—that often means the difference between 
a touchdown worth six points and a “near-touchdown” 
worth nothing. The man or woman who slows up the 
moment he gets a little tired . .. who grabs a break at every 
opportunity . . . who is completely satisfied when he’s done 
the minimum job possible—such a person is mot executive 
timber. But if you look around for something more to do 
when your immediate assignment is fulfilled, if you stay 
with a job when others would let down, you're the kind of 
person who is likely to go places. The word: guts. 

Are you willing to learn? If there is anyone who knows 
“all about” anything, I would certainly like to meet him. 
When someone says he knows “all about” something, he’s 
saying that he has nothing more to learn. But a potential 
executive must always learn. He must read books and trade 
magazines, talk with his superiors, take courses—to learn! 
Example: Dictaphone Corporation is making a new camera- 
sized, battery operated, portable recording machine called 
the Dictet that records a full hour of communication while 
traveling. Some executives need such a recorder, others 
don’t, but al] executives should know about it—and about 
the host of other time-saving equipment available. 

Are you a salesman? 1 don’t mean to ask if you go out 
and sell goods for your company; you can increase sales by 
creating goodwill toward the company. Do you “talk up” 
the company when you’re among friends? Or do you join 
the habitual gripers who are always at odds with their asso- 
ciates—and themselves? A good executive is constructive, 
optimistic, and seeks to spread good feelings and enthusi- 
asm. This positive approach counts for a lot, for to succeed 
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Lloyd M. Powell, President of Dictaphone 
Corporation, is probably in touch through 
his field representatives with more top 
executives than any other man in America. 
How do executives think? What are their 
needs and preferences? It’s Mr. Powell's 

job to know! Here, he dictates his observa- 
tions on the type of person who rises 
to the heights of management. 


you must in the long run be able to Jead and not have to 
drive. 

Does the clock sneak up on you? The one who makes 
progress on his job is the one who becomes absorbed in it. 
A good way to test yourself is to see whether the clock 
seems to stand still near closing time, or whether you're 
surprised at the end of the day at how time has flown by. 
If your job doesn’t interest you, talk it over with your 
superior. Maybe there’s another job you'd enjoy more and 
which you could do better. 

Do you accept criticism graciously? We all learn a lot 
by trial and error. You can progress more rapidly if you 
accept the suggestions and criticisms of others who know 
more than you do. No need to be touchy if your work is 
criticized. Welcome all the suggestions you can get—and 
offer counter-proposals if you think you know a better way. 
But when the discussion is over, do it the way the boss 
wants it done. He probably has reasons—and besides: he 
foots the bill! 

Are you ready to compete? Right now you are competing 
—with everyone who would like the same job you're after. 
To get ahead, you must be better than your competitors— 
more alert, more productive, more interested in advance- 
ment. The best way to see if you're getting ahead is to keep 
a record of your performance. No matter what your job is, 
keep some sort of record for a month or a week and check 
your performance—evaluating quality as well as quantity— 
like a golf score. After a time, you'll find yourself setting 
goals, competing with yourself to achieve those goals. Once 
you learn this business of setting a goal—then meeting it— 
you'll have developed an important executive quality, be- 
cause you can then help others do the same thing. 

Do you share your knowledge? The old idea that you 
should keep to yourself information you've learned about 
the job is not a very sound one. Everyone respects brains, 
and management knows that someone who offers sug- 
gestions to help fellow employees is a mighty good man to 
have in a key job. The desire and ability to teach others is 
one of the hallmarks of an executive. 
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SCORING TABLE 


95 to 100—You are executive caliber. This is not 
to say that you can just sit back and think of how 
to spend all the money you'll earn. Hard work and 
a continuous search for ideas are still necessary. But 
invest the time and effort and you'll almost certain- 
ly arrive, for you “have it.” 


85 to 90—You're very close. 1 know plenty of 
board members and major department managers 
who've risen to the top from where you stand right 
now, but it takes real diligence. 


75 to 80—You can make it if you're willing to ap- 
ply yourself to improving in the areas where you 
now lose points. 


65 to 70—Are you willing to fight? I don’t mean 
fight others, for that’s relatively easy. If you aspire 
to an executive position, you must fight yourself— 
force yourself to overcome the traits that now hold 
you back. 


below 65—For you to “get there” will take more 
sustained effort and concentration than you've prob- 
ably ever exerted. You have to set your mind on 
improvement, then keep it there—for years. But 
don’t let any one tell you that a rise to the top from 
your position is impossible. Take it from me, be- 
cause 30 years ago I was in your boat. 


NOTE: If improvement is your goal, why not save 
this quiz, then test yourself again in six 
months? A comparison of results will tell 
you whether—and how much—you im- 
proved. 











;, small businessman is 
very much the little man who is there. He’s a key figure in 
our economy. The country’s four million small business 
concerns add up to 95 percent of all the businesses operat- 
ing in the U. S. today. Yet he’s facing a growing crisis. If 
it is not checked, America’s small businessman will become 
the little man who isn’t there. 

Study findings by Dr. John W. Dargavel, executive secre- 
tary of the National Association of Retail Druggists and 
chairman of the Bureau of Education on Fair Trade, show 
that the small businessman, with his independent stores, 
factories and enterprises of all sorts, provides the livelihood 
for one out of every three people in America. This is an 
impressive fact. It demonstrates that America needs the lit- 
tle and the medium-sized businessman as well as the giants. 

But the picture is not so bright as it sounds, Dr. Dargavel 
finds. Small business, in the midst of record-breaking pros- 
perity, is in trouble. Bankruptcies are mounting. To date, 
there have been more failures among small businessmen 
this year than in any year since 1939. Cautious estimates by 
Dun & Bradstreet indicate that in 1957, over 13,000 small 
businesses will be wiped out—unless the present trend 
reverses itself. 

The failures are concentrated in retailing, small manufac- 
turing and home building. This has been going on for some 
time. The U. S. Senate Small Business Committee, for ex- 
ample, reports that in 1956, small business failures totaled 
12,686. This represents a 16 percent increase over 1955 and 
a post-World War II high. Retailers ranked second highest 
in business failures last year. Figures from the Small Busi- 
ness Administration show that 6,341 stores closed their 
doors in 1956. This is 18.8 percent higher than retail fail- 
ures in 1955. 
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The Little Man 
Who IS There 


Bureau of Education on Fair Trade 


Are enough people taking the plunge to open up their 
own businesses to offset the alarming increase in failures 
among small businessmen? The answer seems to be no. 
During the five years from 1951 through 1955, for example, 
only 39,000 new business enterprises opened their doors 
each year, on the average. In the 20 years from 1930 through 
1950, an average of 53,000 firms hung out their signs each 
year. Since 1950, therefore, there has been a 26% decrease 
in the number of new businesses opening every year. 

Why is small business confronted with the growing threat 
of failure in the midst of a boom? The U. S. Senate Small 
Business Committee has some answers. One is the constantly 
rising costs of labor and materials. Another is the heavy tax 
burden which never allows the small businessman to get off 
the hook. A third is the tight money situation which makes 
it harder and harder for the little man to get bank loans, 
even at high interest rates. Then there is the growing trend 
toward mergers of little companies with big ones. 

And of vital importance, there is the squeeze of cut- 
throat competition—such as price wars on the popular 
brands which constitute the independent retailer's bread 
and butter. 

To prevent this destructive competition from creating 
chaos in the marketplace, rules of fair competition are 
needed. In the interest of the good society, the freedom of 
the individual to do as he pleases in the marketplace—as 
in any other area of life—must be limited by the common 
sense restraints which society itself imposes. 

The fair trade laws are rules of fair competition and fair 
play over the counter. Enacted by 45 state legislatures, these 
laws have been supported by Congress and upheld by the 
U. S. Supreme Court and 16 high state courts. But today, 
in 10 states, courts have knocked out fair trade and new 
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legislation is needed to give small business an opportunity 
to compete on fair terms with big business. As the Senate 
Small Business Committee says: 


“Independent businessmen simply are not equipped to 
survive the low blows of unfair competition.” 


In the absence of fair trade laws of competition, small 
businessmen, in order to survive, would need lots more dol- 
lars—which they don’t have. 


What is the average citizen’s stake in keeping the small 
businessman from becoming a vanishing American? What 
would America be like without small business? For one 
thing, it would be a collection of super-giant businesses, 
so big and so tough that they would inevitably invite con- 
trol by a super-big and super-tough government. This is 
not the road to democracy. That the threat of a monopoly 
by bigness is not an idle one is indicated by the recent 
statement of a big industrialist who said: 


“I think that, if our economic system is to continue, we 
must have smaller businesses developing, otherwise compe- 
tition will be eliminated in the next five to ten years, and 
we will end up with one, or possibly two, large companies 
in each of the major fields.” 

Certainly big business is not deliberately seeking to 
eliminate small business. But, in the complex conditions of 
our 20th century marketplace, big business simply moves 
into the vacuum when small business goes under. 


Yet small business is a kind of growth vitamin for 
America. Just because it is small, it is more flexible, more 
able to take chances than the giants. Small business can try 
out new ideas, new products, new methods of selling. It 
provides the all-too-scarce personal touch between the fac- 
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tory and the consumer. The independent retail store can 
and will take the time to tell customers about new products, 
show them how to get better use out of familiar ones. Im- 
personal mass merchandising does not build new wants in 
a consumer. It gives her quickly what she has come in to 
buy. 

How will our communities be affected if small business 
disappears? The burden of the taxes now paid by small 
businessmen will be shifted to others, including all con- 
sumers. Who will take over the financial support and par- 
ticipation which small business now contributes to civic 
activities and organizations such as hospitals, churches, com- 
munity chests, the Boy Scouts and all the other efforts to 
improve our communities? The exit of small business will 
leave a serious vacuum in towns and cities all over the 
nation—a vacuum which cannot be filled by absentee busi- 
ness Owners. 


And finally, there is that precious American dream of 
working for yourself. If this dream is to be a reality and 
not a myth, small businessmen must have conditions of fair 
competition so that they can prosper if they have what it 
takes. If people can see no possibility of success in their 
own business, America must inevitably become a nation of 
the many working for the few. Freedom of opportunity will 
come to mean less and less in America. 


The American people have it within their power to 
save small business by supporting legislation to preserve 
this vital part of our economy and by letting their repre- 
sentatives in state legislatures and in the Congress know 
they want action before it is too late. Only adequate laws 
to assure fair competition can prevent dollar power alone 
from dominating the economy. 
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David B. Guralnik, lexicographer and General Editor of the Dictionary Department of The World Publishing Company, 
Cleveland, Ohio, where Webster’s New World Dictionaries are edited and printed, is the author of this article. 


YOU ....a victim of Catachresis 


%. may be suffering from it 


right now. Millions of people are. It’s not inherited; it’s 
only slightly contagious; and germs have nothing to do with 
it. In fact, it’s self-inflicted. But you—and you alone—can 
remedy it. 

The symptoms are easy to spot: embarrassment, frustra- 
tion, and loss of prestige. They may appear at any time— 
while you're with friends, talking to the boss, reading your 
daily newspaper, listening to a speech. 

For catachresis, as recorded in Webster's New World Dic- 
tionary, is the “incorrect use of a word or words . . .” And 
when you misuse words, you're apt to misunderstand them. 
The result is confusion. 

If a man you have just met confided to you that he is a 
bibliomaniac, should you look for his keeper? Not if you 
know he’s identifying himself as a book collector. Should 
you overhear your boss describe you as not too punctilious, 
would you reset your alarm clock? Don’t. But you might 
start observing the nicer points of behavior. (Know what 
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nice meant originally, by the way?) If you read in the paper 
that Senator Jones heaped fulsome praise on Governor 
Smith, are you sure you know just what Senator Jones did? 
Fulsome, of course, means “disgusting or offensive, especial- 
ly because of excess or insincerity.” 

There is little doubt that there is a high correlation be- 
tween the size of a person’s vocabulary and his success in 
business or on the job. People who do well usually know 
more words than people who do not. 

The ability to handle a large number of words is valuable 
for several reasons. 

It enables you, first of all, to think more precisely, for in 
addition to helping you communicate with others, words 
also help you “talk to yourself.” As long as you are not 
exact in the use of words within your own mind—and 
when you have a limited vocabulary, you cannot be—the 
thoughts into which you formulate them can never be 
exact, either. 

For another thing, a person with a good control of 
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words is able to make other people understand his ideas, 
believe them, and act on them. He has the first requisite of 
leadership. 

Finally, men who understand words are better able to see 
both the unintentional confusion and the intentional smoke 
screens in what other men say. The better a person under- 
stands words, the better he can understand the poorly ex- 
pressed ideas of sincere men and see through the skilled 
falsity of hypocrites. If everyone understood words perfectly, 
it’s doubtful whether dictators like Hitler, Stalin, or Musso- 
lini could ever have swayed the masses of humanity that 
they did. As a citizen of a democracy, then, it is one of your 
duties to understand words. 

How can you improve this understanding—and your own 
word power? 

By knowing the derivation, meaning, and usage of every 
word you use. The best way to do this is to— 

1. Get the “dictionary habit.” When you read or hear an 
unfamiliar word, look it up in a reliable dictionary. Never 
be satisfied with guessing at the meaning—make sure. Fa- 
miliarize yourself with its spelling, pronunciation, and all 
its possible meanings. 

2. Favor precision over bombast. It’s more desirable to 
say just what you mean—no more, no less—than to smother 
your thoughts under “big” words. If you want to describe 
the fellow who told that amusing story so well last week, 
don’t say, “Ed’s propensity for narrating droll anecdotes is 
marked.” Say, “Ed’s a raconteur.” You're saying the same 
thing in less time; hence, you’re saying it more effectively. 
To gain precision, you will have to consult your dictionary 
often. And if you don’t already own a thesaurus (a book of 
synonyms and antonyms arranged for easy reference), you 
should. Take a simple word like say. Look up w#ter, blurt, 
affirm, declare, profess and allege. Notice how many shades 
of say there are. Do that with more and more words. You'll 
be amazed at how your vocabulary will take on precision. 

3. Learn to respect and enjoy words. Make them a hobby. 
They can be fun. What we call an apple started out as “a 
napple,” but the “a” took the “n” to itself, and what custom 
joined together, no man has since put asunder. Words big 
and little have their biographies and when you get to know 
them, the words become old and familiar friends with which 
you associate more easily and admiringly. Just out of curi- 
osity, look up the histories of mercurial, quidnunc, flamboy- 
ant, cicerone, malapropism. You'll never forget them. 

4. Learn to analyze words. Most words can be broken 
down into their component parts and understood that way. 
The beginning of a word—the prefix—is often a clue to 
its meaning. Learn the meanings of the most common pre- 
fixes and you have a powerful vocabulary aid. Ante-, for 
example, means “before.” Amti-means “against.” Inter-signi- 
fies “between.” Ex-stands for “out of.” Knowing these—and 
others—will help you make intelligent guesses of words’ 
meanings—until you can check with a dictionary. Then 
learn the more common suffixes (word endings like -ment, 
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-ible, -tion and -ous) and you'll be well on your way toward 
an expanding vocabulary. 

5. Draw on your background. If you're of French, Span- 
ish, Portuguese, Italian, or Romanian descent and are fa- 
miliar with your ancestral tongue (or studied any of these 
languages in school), you have a vocabulary advantage. 
They are all descendants of Latin, the language of ancient 
Rome; hence, their name—Romance languages. More than 
half of the English language derives from Latin too, directly 
or indirectly. Thus, these languages have much in common. 
If, for example, you know that the French word for “friend” 
is ami, you should know the meanings of such English 
words as amiable, amicable and amity. If you know that 
arbol means “tree” in Spanish, you ought to breeze through 
arboriculture, arborial and arborous. 

There you have them—five steps toward a larger, more 
powerful vocabulary. Take them one at a time and you're 
sure to see results. 

Think of words as muscles. The more you have and the 
more you exercise them, the stronger your vocabulary will 
be. It’s the only known cure for catachresis. 































In pre-Revolutionary 
France, Franz Anton Mes- 
mer, the brilliant scientist 
for whom mesmerism was 
named, demonstrated the 
healing power of his mag- 
natism on sick people. He 
was called o quack. 





Years iater, Siginund Freud, a 
student doctor at the Charcot Clinic 
in Paris, used a form of mesmerism 
called hypnosis on his hysterical 
patients. Through his ‘‘talking 
cure,’ Freud hit upon the technique 
of ‘free association,’ and his the- 
ory of psychoanalysis was born. 


in the Second World War, 
hypnotism helped men who 
broke under mental and emo 
tional battle strain. In civilian 
life, it is now used in skilled 
hands to diagnose and treat 
many psychological dis 
orders. In modern dentistry, 
it's called hypnodontics, and 
in dental work on children, is 
now considered better in 


some cases than the chemica! 
pain killers. 
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you and your relations 


by LAURA B. SAEGER 
Assistant Professor of Industrial Administration 
University of Connecticut 


- year American businesses 
spend millions of dollars trying to sell themselves to cus- 
tomers, competitors, and the public in general. There is a 
serious drive to win the confidence and support of society 
because—well, it’s good business. A program of good pub- 
lic relations is as much a project of American business to- 
day as is the effort to manufacture and distribute more and 
better products. Salesmen are trained to keep their best foot 
forward; experts in advertising and effective communica- 
tion are employed to appeal to the public taste; and junior 
and senior executives alike begin to act like high-powered 
diplomats—all this is in the interest of making people like 
them and their companies—and their products—better. 

What this all adds up to is that businesses are trying to 
put on their “company manners” because it seems that peo- 
ple just like us better when we're congenial, courteous, 
thoughtful, and sympathetic to another’s feelings. Actually, 
this is just another way to emphasize the idea that we're 
dealing with human beings, and human beings appreciate 
this kind of treatment. 

Being nice to other people, and the responsibility for 
public relations, strangely enough, is not the job of any one 
person, nor a task that can be relegated to a specific depart- 
ment or level in the company. Everyone in the business 
organization is daily a part of this program; our human rela- 
tions go on showing whether we want them to or not. There 
is no special time and place for good human relations either. 
Our various publics literally surround us, and we're making 
and breaking relationships every hour. 

This, of course, brings us back to the secretary. She is, 
without a doubt, one of the most important links in this 
chain to the public; more than many of her associates she is 
caught up in human relations; both inside and outside the 
company. From telephone voice to reception desk attitude, 
she is influencing, for better or for worse, the multitude of 
publics whom her company is busily courting. The first im- 
pression in the first contact may well decide whether or not 
a Customer, a competitor, a stockholder, or even an employee 
is to be friend or foe. What she said and how she said it 
may make the difference. 
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A secretary is a busy person. (She’s also a human being! ) 
As duties and responsibilities increase, pressures build up, 
and in her attempt to be thorough and efficient, she often 
forgets the important role she plays. Actually, she isn’t paid 
to be a public relations agent; but also she is mot paid to 
spend a good share of her time alienating the various pub- 
lics to whom she represents the company. Her human rela- 
tions are also an integral part of the whole pattern, and she 
cannot duck her responsibility toward other people. The 
success of her boss, her company, and herself is vitally af- 
fected by what impression is made upon persons with whom 
she has contacts. 

Training for good human relations for secretaries is no 
different than human relations training for other people. It 
is based on understanding of and tolerance for human be- 
ings and their many and varied peculiarities. The other per- 
son has a job to do, too; he has responsibilities to be met; 
and he must get his work done. There are only a very, very 
few people who can or do spend full time trying to annoy 
us. It’s just that sometimes their approach to a matter, their 
tone of voice or attitude, or even their appearance may not 
be acceptable according to our standards. This does not 
mean that they are a// wrong and we are all right. But rela- 
tions do begin to strain at this point. 

Now good human (and public) relations come to the 
fore. To make people like us, even when the going is rough, 
is a real challenge; it’s much easier to imitate the behavior 
of one’s antagonist and put him in his place. To return 
impudence for impudence in a telephone conversation, how- 
ever, is a mighty poor technique for developing better 
understanding, or even for getting the job done, for that 
matter. Actually, there is probably nothing quite so con- 
founding as is courteous, kind, patient behavior when one 
has been ruffled. This really puts the other person in his 
place and paves the way for straightening out the difficulty. 

The secretary is, it seems to me, in an enviable position 
to demonstrate her real understanding of what must be 
done to get people to like us. She, in effect, sets the tone for 
her boss and all others who come in contact with her. She’s 
a mighty valuable person in the public relations program. 
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Transparent Plexiglas Chair Mat 
Lets Office Floor Coverings Show Through 

A clear transparent office chair mat has been introduced 
by Delta Products Division of Air Accessories, Inc., Fort 
Worth, Texas. The new mat, made of Plexiglas acrylic plas- 
tic, permits office carpets or floors to be seen. 

Called the “Floor Show” the mat was developed to ac- 
centuate the beauty of carpets and fine flooring previously 
hidden by chair mats. It eliminates unsightly opaque ma- 
terials and provides a durable non-skid surface on which 
office chairs glide back and forth easily. 

The 14” thick acrylic plastic mat is available in four 
standard shapes and 24 sizes with all edges ground and 
polished. 

All shapes are transparent and reversible, thus eliminating 
the need for stocking right and left hand models. Custom 
shapes can also be ordered. 

The Plexiglas mat was test marketed in several Texas 
cities for a year prior to its commercial introduction. As a 
result, mats are already in widespread use in Texas banks, 
insurance and law offices, department stores, and general 
corporate offices, according to the manufacturer. 
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The “Floor Show” chair mat is available from office sup- 
ply houses or from Delta Products, 1400 Henderson Street, 
Fort Worth, Texas. Plexiglas is a product of Rohm & Haas 
Company, Philadelphia, Pa. 

"29 Timely Mailing Tips” 

Whatever helps the Post Office, helps you. That is the 
theme of a new booklet, “29 Timely Mailing Tips,’ now 
being offered to business mailers, “even the smallest,” by 
Pitney-Bowes, Inc., the postage meter and business machine 
company of Stamford, Conn. 

“Too often,” the booklet says in its introduction, “getting 
out the daily mail is considered a minor phase of business 
operation, when actually—even in smaller firms—it deserves 
top management attention.” 

“More often than not, it states, “the Post Office is mot to 
blame for the letter that got there late, the package that 
went astray, or the carton that came through crushed. For 
there are many things a mailer himself can and should do 
to help the Post Office give him good service.” 

“In times like these, with business activity at a peak and 
mail volume reaching new highs, the Post Office particularly 
needs the full cooperation of all users of the mails,” the 
booklet continues. “Even from a purely selfish standpoint, 
it is distinctly in your business interest to cooperate with the 
Post Office. Not only will you get your mail out faster, but 
you'll be doing so at lower cost. Thus, you'll be better pre- 
pared for any postal rate increases that eventually may be 
approved.” 

In offering “29 practical suggestions from our 36-year 
experience in working with thousands of business mail 
users and postal officials,” the Pitney-Bowes booklet pre- 
sents them in three categories: “Helpful Hints for Handling 
Your Regular Daily Mail,’ “Parcel Post Pointers,” and 
“Tips for Advertising and Other Volume Mailings.” 

A footnote feature, “Did You Know That... ,” adds in 
each section such little-known facts as these: 

If you change your mind and wish you hadn’t sent that 
letter or package, you can recall it after it’s been mailed. 


(continued on next page) 
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Sealed parcel post packages no longer require a notice 
stating that the package “may be opened for postal inspec- 
tion.” 

Window envelopes used for registered mail must have a 
transparent panel covering the opening 

Write to Pitney-Bowes, Inc., Stamford, Conn., for your 
copy of this interesting and valuable booklet. 


Summer—ldeal Time For File Modernization 

The “let’s wait till fall” attitude, while human and under- 
standable, can be costly when applied to your files, according 
to R. A. Jonas, Jr., president of the Oxford Filing Supply 
Co., Inc., Garden City, New York. “We are alerting Ameri- 
can Business to take a good look at its files right now via 
the Oxford Penaflex ‘Summer is File Modernization Time’ 
program,” said Mr. Jonas. “We are sponsoring this program 
in conjunction with our dealers. Summer is the one period 
of the year when business has the time and opportunity to 
convert its files from a hodge-podge of stored records to a 
living, functioning capital asset.” 

In announcing the program, Oxford points out that the 
rush of fall activity frequently pushes files to the point of 
complete collapse. In consequence, customer service breaks 
down too. Those firms taking advantage of the summer 
breathing spell to up-date their files face the busy season 
with a “nerve center” fully capable of handling peak loads. 
They are able to provide better customer service, a decisive 
asset in today’s competitive economy. 

In spite of vacations, statistics show that greater numbers 
of personnel are available in the summer. There is a sharp 
downturn in absenteeism. Further, many firms make a prac- 
tice of hiring summer help. The files themselves are in the 
best possible condition for modernization in that they are 
reasonably static. File activity is leveled off and transferring 
during July and August is virtually non-existent. 

Expert help is available through participating franchised 
Oxford Pendaflex dealers from coast-to-coast. They are pre- 
pared to help business take an objective look at its files. 
When this “look” reveals a file that is service-deficient, they 
custom tailor really new filing ideas to individual needs. 
During the “Summer is File Modernization Time” pro- 
gram, participating Oxford Pendaflex dealers will survey 
files upon request without obligation as a service to business. 
In addition, the facilities of the Oxford Systems Service De- 
partment will be available through the dealer. 


Prime Posture Chair 
Designed By Do/More 
The Do/More Chair Company of Elkhart, Ind. has come 
up with a striking new posture chair which represents a 
radical step forward in the field. 


The result of over a year of experimental work, the chair 
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is of welded steel construction with the legs formed of 
tapered steel tubing. The base dimension of 20 inches gives 
a compact and contemporary appearance while still retain- 
ing maximum stability. The seat is molded and comfort- 
cushioned with foam rubber. The contoured back-rest is 
supported by trim tubing which is plastic-sheathed to pro- 
tect walls and desks. 


No detail has been overlooked in construction. The 
2-inch, non-marking casters, are ball-bearing with thread 
guard axles, and a special shoe-guard plate is located above 
each caster. Oilite bearings assure easy operation of the 
swivel mechanism which has been enclosed to prevent dirt 
accumulation beneath the seat. And good news for all hands 





is the extended scuft area on the base which reduces main- 
tenance costs and protects the seated worker's apparel. 


Although this Do/More Model 801 manages to appear 
completely uncluttered, it still contains the numerous ad- 
justment features so essential for correct posture. Styled by 
Raymond Loewy Associates, the chair combines just about 
every possible mechanical virtue with an eye-catching beauty 
—a hard-to-beat team in any field. 


Speed Message Form Introduced By 
Carteret Printing Company 


Carteret Printing Company, New York City, manufac- 
turers of Blue Chip Business Forms, announces a new ad- 
dition to its line of stock business forms—the Speed Mes- 
sage form. This new form is a 2-part carbon-interleaved 
stub-style set, size 812” x 7” when detached from stub. It 
was designed to dispatch short notes, instructions, questions 
and memos of all kinds where an answer is not necessarily 
required or implied. The Speed Message form is intended to 
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eliminate time-wasting dictation and needless formal letter 
writing; and supplies at the same time, a copy for the 
originator of the message which he can use for follow up 
purposes. 

The form also provides for automatic positioning in a 
standard #10 size window envelope, thus insuring correct 
speedy mailing. 

George Meller, sales manager of Carteret says, “The Speed 
Message form requires just three simple steps: First, hand- 
writing or typing the message, Second, snapping the form 
apart, and Third, folding and mailing the original while 
retaining the duplicate follow-up part. We do not hesitate 
in recommending it as an easy and most efficient aid in 
handling many aspects of office detail where speed is the 
important factor.” 


Samples of the Speed Message form and further informa- 
tion may be obtained by addressing Carteret Printing Com- 
pany, 480 Canal St., N.Y. 13, N.Y. 


Olivetti Introduces Popular-Priced Automatic Multiplier 


A popular-priced automatic multiplier, the Olivetti Multi- 
summa, was introduced to the U. S. market by Olivetti 
Corporation of America at the National Office Machine 
Dealers Association convention in Pittsburgh, June 30 
through July 3. 

The Olivetti Multisumma automatically multiplies, adds 
and subtracts, and can combine these operations to eliminate 
re-entries. All elements of the calculations are printed on 
tape and identified by symbols. Totals and subtotals are 
printed in red. This printed record can be quickly checked, 
audited and retained for future reference. 

The machine features automatic short-cut multiplication, 
a great time saver; also no positioning is required. Subtrac- 
tion is direct; credit balances are automatic. 


The Multisumma will calculate invoices, payrolls, mark- 
ups and percentage discounts (the latter is performed by an 
exclusive Discount Key). Priced at $475.00, it is also a 
speedy 10-key adding machine. 

This new Olivetti machine is the direct result of the 
success of the Olivetti Automatic Printing Calculator, whose 
sales have totaled more than half a million. 


Dino Olivetti, president of the Olivetti Corporation of 
America stated that: “We realized from the success of the 
Olivetti Printing Calculator that there was also a definite 
need for a popular-priced multiplier version of it. The Mul- 
tisumma is the answer.” 


Other features of the Multisumma are the fast 10-key 
keyboard; double and triple zero keys for faster entry of 
ciphers; separate multiplication keyboard; non-add key for 
printing date or reference numbers; column indicator; back- 
space and keyboard clearing keys; repeat key. Capacity of 
the Multisumma is 10 columns entry, 11 columns total. 
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Olivetti headquarters are located at 580 Fifth Avenue, 
New York 36, N. Y. 


New Ceiling Illuminates 
Room and Deadens Noise 
An entirely new development in lighting and ceiling 
treatment, which provides over-all glareless, shadowless il- 
lumination, is meeting with enthusiastic reception by plant 
engineers, architects, designers, and decorators as a solution 
to the problem of glare, noise, and unsightly ceilings. 


“Acusti-Luminus” Ceilings diffuse the room illumination 
over the entire ceiling area, giving it uniform distribution, 
eliminating shadows and reflected glare. At the same time, 
acoustical baffles, spaced at proper intervals, give the room 
a high degree of acoustical correction. 


The principle of the “Acusti-Luminus” Ceiling is simple. 
A translucent, corrugated ceiling of thin Lumi-Plastic is 
suspended below continuous rows of fluorescent or slimline 
light sources, spaced for uniform diffusion. The corrugated 
plastic comes in rolls three feet wide and is unrolled onto 
its supporting tracks. It may be easily removed and rolled 
up in sections to wash or provide quick access to light fix- 
tures, lamp replacement or any ducts or valves that might be 
above the ceiling. 


“Acusti-Luminous” Ceilings are often installed below 
sprinkler heads, as the characteristic of the plastic causes it 
to lose rigidity at 140° so that it drops from its supporting 
channels. This is an important feature for it makes possible 
attractive decorative effects in areas that would otherwise 
be marred by the exposed sprinkler heads and additional 
cost of bringing them below other ceiling surfaces. 


There are over 10,000 “Acusti-Luminus” Ceiling installa- 
tions in 46 states. 


Catalogs sent to readers requesting further information. 
Write to Luminous Ceilings, Inc., 2500 W. North Avenue, 
Chicago 47, Illinois. 











NEWS FROM THE FIVE CORNERS OF THE NSA 


NEWS...NEWS...NEWS...NEWS... NEWS 





Z. G. MCCANCE, CPS 
404 Hume Mansur Bldg. 


Indianapolis 4, Indiana 


GREAT LAKES DISTRICT 


Four year old Marion Chapter (Ind.) 
is very proud to have reached its goal 
of presenting a Scholarship Award to a 
high school graduate who plans to con- 
tinue her education toward becoming a 
secretary. The $100 certificate was pre- 
sented on Award Day at the Marion 
High School, and the scholarship fee 
will be paid to the school of her choice 
upon enrollment. 

Codi Chapter (Canton, Ohio) mem- 
bers completed arrangements for the in- 
stallation of The McKinley Chapter of 
The Future Secretaries Association. Can- 
ton’s first chapter (and possibly the first 
of its kind in the United States) was in- 
stalled near the close of the school year 
with 26 members. A reception was held 
for the members and their parents after 
the signing of the chapter’s charter. 

Marquette Chapter (Peoria, Ill.) 
awarded its annual $200 scholarship at 
the June chapter meeting. The recipient 
was Betty Avis Voss, a Woodruff High 
School graduate. She plans to use her 
scholarship at Bradley University in 
Peoria. 

Helen M. Gillespie, charter member 
of Huron Valley Chapter (Ann Arbor, 
Mich.) was one of four employees hon- 
ored recently by the University of Michi- 
gan, Ann Arbor, for 40 years of service. 
Helen has been associated with the Law 
School of the university for the past 34 
years, and is presently secretary to Dean 
E. Blythe Stason. 

Widgawa Chapter (Warsaw, Ind.) 
was installed May 26 through the cour- 
tesy of Tawasi Chapter (Fort Wayne, 
Ind.). Indiana Division Vice President 
Etta Bayless and Division Recording 
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Secretary Julia Mason were the installing 
officers. Mayor Andrew Engle was pres- 
ent to welcome The NSA to Warsaw. 
In addition to Fort Wayne NSA mem- 
bers, others attended from South Bend, 
Anderson, Wabash, and Marion, Indiana. 

Tire Town Chapter (Akron, Ohio) 
members are still talking about an inter- 
esting meeting conducted by the Educa- 
tion Committee. The highlight was a 
64,000 POINT QUIZ on the Association 
and the local chapter. The quiz was quite 
a challenge and sent members home 
vowing to study their Policy and Pro- 
cedure Manuals. Some of the questions 
were: Do you know the “nons” of the 
Association? Do you know the names of 
the Association officers? Do you know 
the nine purposes of CPS? Do you know 
the Code of Ethics? Flora Flint, CPS, 
and Edith Dickesson, CPS, won first and 
second honors respectively. Lilyan Mil- 
ler and Betty O’Hara tied for third place. 

“Charm, Clothes, and Make-up” was 
the subject presented to members of 
Kewanee Chapter (Ill.) by Mrs. Robert 
C. Gerwig. The speaker is a former as- 
sistant editor of Vogwe magazine, an 
ex-secretary, and an outstanding fashion 
leader of the community. 

Milwaukee Chapter (Wis.) made a 
gift of $25 to the Milwaukee Public 
Library for the purchase of additional 
books which are on the CPS approved 
study list. An interesting chapter pro- 
gram was given by Mrs. Ida Welch, who 
is in charge of Organization and Pro- 
cedure at the Miller Brewing Company. 
She talked on records management and 
on systems and setting up company pro- 
cedures manuals. Mrs. Welch is an expert 
in her field and gave members excellent 
ideas to take back to their offices. 

Amanuenses Chapter (Evanston, Ill.) 
members were treated to a showing of 
color slides by member Kathryn Jaenicke. 
The slides showed the highlights of her 
three months’ trip to Japan. She also dis- 
played many beautiful articles which she 
purchased there. 


Member of Delaware Chapter (Ohio) 
were hostesses to the secretaries of the 
community recently at a luncheon. The 
invitations were extended through the 
employers, and the results were very 
gratifying. The chapter expects to repeat 
the invitation next year and make it an 
annual affair. The third scholarship was 
given this year by the chapter. 

Rose City Chapter (Richmond, Ind.) 
members heard a talk on “Women and 
Social Security.” Mr. Giles W. Garrett, 
manager of the local Social Security Ad- 
ministration office gave a brief summary 
of the background of the Social Security 
program. A question and answer period 
followed. 

Members of Rock River Chapter 
(Moline-Rock Island, Ill.) were treated 
to a showing of a film on the RAMAC 
by Katherine Edstrom. The RAMAC is 
a data processing system to insure im- 
mediate handling of every business trans- 
action as it occurs. The machine is a 
product of the company by whom she is 
employed, and she very ably demon- 
strated her professional “know how” and 
job enthusiasm. 

Forest City Chapter (Cleveland, Ohio ) 
members have been privileged to hear 
Major Carl L. Sitter, instructor for the 
Eleventh Battalion Division of the 
United States Marines. Major Sitter’s 
talk was relative to experiences in Korea. 

The third annual Scholarship Award 
of Shoreland Chapter (Waukegan, III.) 
was presented at a recent meeting to 
Elizabeth Bolton of Lake Forest High 
School. She won the $100 award over 
twelve other applicants, and it will be 
paid to the school of her choice upon 
enrollment. 

Five new members were initiated into 
Tawasi Chapter (Fort Wayne, Ind.) at 
the June meeting. Indiana Division 
President Eileen Chaney was the initi- 
ating officer. Laura Finan, outgoing 
chapter president, installed the Wanaseca 
Chapter (Wabash, Ind.) new chapter 
officers. 
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SARA BELLE BROWN 
Huntingdon College 
Montgomery, Alabama 


SOUTHEASTERN DISTRICT 


Three chapters were installed during 
May in the Southeast! Congratulations 
to the Sarasota Chapter (Fla.)! St. 
Petersburg Chapter (Fla.) installed this 
new chapter on May 11 with sixteen 
charter members. Welcome. 

We salute the newest chapter of the 
Virginia Division— Norfolk Chapter 
( Va.) Twenty-six charter members were 
installed by Kathleen Williams, presi- 
dent of The Old Dominion Chapter 
(Richmond, Va.) on May 11, in the 
Monroe Room of the Monticello Hotel. 

A hearty welcome into NSA from the 
SE to the Hollywood Chapter ( Fla.) and 
congratulations to Marie Starr, past 
Florida Division president, who organ- 
ized this new chapter! Rosa Miller, 
SEVP, installed the nineteen charter 
members at the Hollywood Beach Hotel 
on May 22, while the bosses witnessed 
the impressive ceremony. 

Treasurer of the United States, Mrs. 
Ivy Baker Priest, was recently in Orlando, 
Florida. Members of the Chapter of the 
City Beautiful (Orlando, Fla.) spent a 
few hours with her. 

During the Florida Division meeting 
held at the Golden Gate on Miami 
Beach, Marie Starr, past president of the 
Division, presented her award for the 
largest number in a chapter taking the 
CPS examination. Kay Sheridan, CPS 
chairman of the Miami Chapter, was the 
first to win this rotating trophy. 

Georgia Division held its Third An- 
nual Meeting in Augusta, Georgia, at the 
Bon Air Hotel, with the Fairways Chap- 
ter as hostess. Mrs. Elizabeth Roper was 
selected as “Miss Georgia Division of 
1957” and presented a very interesting 
address on “How NSA Benefits by Being 
International.” 

New officers of the Fairways Chapter 
(Augusta, Ga.) were installed by Mrs. 
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Ben Roper, Georgia Division president, 
in the Colonial Room of the Richmond 
Hotel. Colored slides of Panama and 
Haiti were shown by Dr. Gilbert Steven- 
son while Mrs. Stevenson provided an 
interesting commentary. The annual 
scholarship was presented to Patricia 
Ann Stilwell who will continue her sec- 
retarial education at the Junior College 
in Augusta. 

Hager Chapter (Hagerstown, Md.) 
was the hostess to the Delaware-Mary- 
land-District of Columbia Division 
meeting at the Hotel Alexander. Rosa 
Miller, SEVP, brought members up to 
date on NSA activities. Hager Chapter 
awarded a scholarship to a South Hagers- 
town High School graduate to help her 
further her secretarial education. 

The Fifth Annual Alabama Division 
meeting was held at the Reich Hotel 
with the Gadsden Chapter (Ala.) as 
hostess. The Keynote Speaker, Edward 
M. Almond, Lt. Gen. USA (Ret.), Di- 
rector of Military Agencies, Life Insur- 
ance Company of Alabama, spoke on 
“Loyalty—the Key to Citizenship.” The 
Honorable George C. Hawkins, Speaker 
of the House of Representatives, State 
of Alabama, talked on politics in Ala- 
bama. 

At the June dinner meeting, Lorrayne 
B. Gooding, a former president of the 
Delaware Chapter (Wilmington, Del.) 
installed the officers for 1957-58. Mrs. 
Robert M. Bonner, a member of the 
Wilmington Branch, AAUW, reviewed 
Albert Schweitzer’s autobiography, Out 
of My Life and Thought, and discussed 
his philosophy. 

“Your Part in NSA” was presented by 
Jo West, outgoing president of the Cap- 
ital Chapter (Washington, D. C.) at the 
installation of new officers at the June 
dinner meeting. Her talk emphasized 
that members should not think in terms 
of what NSA can do for them; but 
rather, what they can do for NSA. “Sec- 
retary of the Month” crown went to 
Capital Chatter Bulletin Editor Esther 
Peiman. Betty Spencer, CPS, with a total 
of 222 achievement points, was awarded 
a Savings Bond. To climax the year’s 
activities, the members were taken on 
an American Airlines Inspection Tour 
with Marge Krashkevich, first woman 


sales representative, acting as hostess. 

Dinner and installation of new chap- 
ter officers were held at the Henry Grady 
Hotel and six new members were initi- 
ated into the Atlanta Chapter (Ga.). 
Margie Edwards, a senior at Smith High 
School, received the chapter's scholar- 
ship. The Honorable J. C. Tanksley, 
Judge of Superior Court of Fulton 
County, spoke to the members on 
“American Flags.” 

Lynchburg Chapter (Va.) held its 
first Boss Night Banquet and has estab- 
lished a scholarship which was awarded 
to a deserving senior from the E. C. 
Glass High School. 

Three new members were installed by 
the Beckley Chapter (W. Va.). The 
chapter secretarial scholarship has been 
extended from the local high school to 
include Raleigh County High Schools. 

Nashville Chapter (Tenn.) enjoyed 
viewing the American Airlines’ film, 
“Viva Mexico!” at the June meeting. Six 
new members were installed. Mrs. Edna 
Smith, charter member, received an 
award for perfect attendance since be- 
coming a member on February 14, 1953. 
Grace Humphreys also received an award 
for perfect attendance during the past 
year. Congratulations! 

A tea was held at the home of Mar- 
garette Bibb by the Memphis Chapter 
(Tenn.) in honor of Mrs. Marianne 
Dickson, CPS, who was elected Tennes- 
see Division president. 

Mr. Joe Jackson, CPA, of Clover, S. 
C., was the guest speaker when the 
Spindlette Chapter (Gastonia, N. C.) 
met at the Eagles Club for dinner. Mr. 
Jackson spoke on accounting for secre- 
taries. 

Six new members were initiated into 
the Birmingham Chapter (Ala.). Mrs. 
Lois Whitten, of the Vogue School of 
Charm, spoke on “Charming Career 
Women.” She presented three models 
who demonstrated the correct way to 
sit, to stand, to walk, how to dress up 
basic costumes with accessories, and 
what to do with hands while standing, 
walking, and talking. 

Zaida Rivera, immediate past presi- 
dent of the San Juan Chapter (P. R.) 
installed the new officers on June 13. 
The meeting was held at the Bird's 
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NEWS from the Five Corners of the NSA 


1. Officers and members of Huntsville Chapter (Tex.), 
latest addition to the Southwestern District, installed by 
Houston Chapter. Front row |. to r. Eunice Evans, treas- 
urer, Dorothy Hinson, recording secretary, D’Anne Crews, 
president, Peggy Ferguson, vice president, Carrie Horch, 
corresponding secretary. Back row |. to r. Juanita Chum- 
bley, Virginia Fuller, Josephine Byone, Lee Peavey, Gus- 
sie Carr, Aline Law, members. 


2. New presidents receive credentials. Reading left to 
right: Harry Mals, immediate past president, and Sal 
Parlagreco, newly installed president, Galveston County 
Chapter NOMA; Mrs. Elsie Morris, past president, and 
Mrs. Margery Norris, newly audiel axulinen, Galves- 
ton County Chapter (Tex.) and secretary to Sal Parla- 
greco. 


3. Surrounding John Bromfield, TV star and master of 
ceremonies for the fifth annual California Division meet- 
ing banquet, hostessed by Queen Beach Chapter (Long 
Beach, Calif.), are the newly elected 1957-1958 Division 
officers; 1. to r. Reatha Iverson, first vice president; 
Athene Hensley, second vice president; Dorine George, 
president; Doris Mendonsa, treasurer; Joanne Miller, 
secretary. 


4. Kaw Chapter (Topeka, Kansas) officers for 1957-58 
at June installation eae. Left to right: Mrs. Lillian 
Duer, corresponding secretary; Mrs. Rheinetta Dreisbach, 
treasurer; Mrs. Kathleen Bryan, recording secretary; Zel- 
pha Shields, vice president; Mrs. Myrtle Wikkerink, 
president. 


5. Elizabeth Bolton receiving Shoreland Chapter (Wau- 
kegan, Ill.) scholarship award from President Alice M. 
Betlach. Looking on is Richard Crooks, Vocational Guid- 
ance Department of Abbott Laboratories, speaker. 
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6. Winners in the essay contest sponsored by Tawasi 
Chapter (Fort Wayne, Ind.) for high school seniors 
taking stenographic courses. Jean Brumbaugh, chairman, 
presenting the cash awards. 


7. Mr. Charles W. Gager, president of the National 
Bank of Norwalk, receives Boss of the Year trophy from 
the Norwalk Chapter (Conn.) at annual Boss Night din- 
ner. Shown with Mr. Gager are, left to right, Theresa 
Houde, Mr. Gager’s secretary; Helen Schaefer, Boss 
Night chairman; and Dorothy Espelin, president Con- 
necticut Division. 


8. Florence Leidke models for her chapter’s “Parade of 
Fashions” presented by Flower City Chapter (Rochester, 
a, wars 


9. Quincy-South Shore Chapter (Quincy, Mass.) donates 
a tree for lawn of Thomas Crane Public Library in 
Quincy. Shown at the tree-planting ceremonies are, left 
to right, Paul Marini, chairman of the board of library 
trustees; Mrs. Helene Finnick, chapter secretary of the 
year; the Hon. Amelio Della Chiesa, mayor of Quincy; 
Grace Giunchiglia, chairman; and Donald Deluse, Quincy 
Chamber of Commerce secretary. 


10. Installation of Hollywood Chapter (Florida). 1. to 
r., top row: Rosa Miller, SEVP, installing officer; June 
Straeton, treasurer; Eleanor Roth, vice president. Front 
row: Mrs. Lorraine E. McNeilly, recording secretary; 
Mrs. Rosalie Long, president; Marie Starr, past Florida 
Division president; Mrs. Margaret L. Smith, correspond- 
ing secretary. 


11. Members of the Chapter of the City Beautiful (Or- 
lando, Fla.) greeting Mrs. Ivy Baker Priest, treasurer of 
the United States, during her visit to Orlando. Left to 
right, Katherine Spencer, Helen Ream, Mildred Lavin 
(shaking hands), Emma Conboy, Virginia Riva, Mrs. 
Priest. 
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Restaurant at the San Juan International 
Airport. 


DOROTHY STEPAN 
Lincoln, Nebraska 
531 South 18th St. 


Apt. 309 


NORTHWESTERN DISTRICT 


Ak-Sar-Ben Chapter (Omaha, Nebr.) 
awarded its annual scholarship to Nancy 
Eastman of Cathedral High School, who 
was selected as the highest ranking high 
school secretarial student in Omaha's 
public and parochial schools. 

Donna Ohrlund, member of A. N. 
Palmer Chapter (Cedar Rapids, Iowa) 
was named Woman of the Year in 
Cedar Rapids by the Business and Pro- 
fessional Women’s Club. The chapter 
was hostess to the Iowa Division meet- 
ing at Cedar Rapids and was fortunate 
in hearing an address by Helen Moe, 
Association treasurer. 

Ginsa Chapter (Grand Island, Nebr.) 
held a meeting at the Nurses Quarters 
on the grounds of the Veterans Admin- 
istration Hospital where one of the 
members resides. Dr. Wells, manager of 
the VA Hospital and boss of member 
Alice Stiastny, spoke on his hobby of 
raising orchids. He displayed several 
varieties of plants from his own green- 
house and showed colored slides of vari- 
ous orchids in bloom. As Grand Island 
celebrated its 100th anniversary in July, 
members wore centennial dresses to the 
meeting. One member was attired in a 
dress and bonnet more than 90 years old, 
and another member wore as a stole a 
black silk scarf at least 100 years old. 

Eight members of Hawkeye Chapter 
(Des Moines, Iowa) attended the na- 
tional convention in St. Louis. Among 
these were: Mrs. Nell McCoy, president 
and official delegate; Genevieve Lubbers, 
vice president and the chapter's entry 
in the Secretary of the Year contest; and 
Nancy Bailey, recording secretary. 

LaRamee Chapter (Laramie, Wyo.) 
awarded a Complete Secretaries Hand- 
book to Kathryn Brueckner, who was 
the outstanding senior girl in the com- 
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mercial department of Laramie. High 
School. Lt. Neil Boyd of the State High- 
way Patrol enlightened the chapter on 
Highway Safety at a recent meeting. 

Mt. Rushmore Chapter (Rapid City, 
S. Dak.) enjoyed a picnic in July at the 
home of member Rachel Hennecke. 

At its June meeting, Pikes Peak Chap- 
ter (Colorado Springs, Colo.) presented 
its first scholarship award to Virginia 
Kosley. The scholarship covers tuition 
for one-half a year at the Blair Business 
College and Miss Kosley is currently 
enrolled for the summer session. During 
the year the chapter held its first work- 
shop and participated in its first large 
civic project. 

“Fashion Is Big Business” was the 
theme of guest speaker, Doris Wills, 
vice president of Chas. F. Berg, at the 
June meeting of Oregon Trail Chapter 
(Portland, Ore.). Miss Wills spoke on 
life behind the scenes in the fashion 
world and how fashion applies to big 
business. Six new members were initi- 
ated into the chapter, making a total of 
19 new members for the year. In June, 
several members toured the Weyer- 
haeuser Timber Company mill at Long- 
view, Washington. 

Some very worthwhile suggestions 
were given to the St. Paul Chapter 
(Minn.) members at its June meeting 
when Mrs. Caroline Anderson of the 
Merle Norman Studios discussed “Com- 
plexion Care and Application of Street 
Make-up.” She chose a chapter member 
for a model in demonstrating how to 
apply cosmetics correctly. 

Mr. Harry C. Crowl of Council Bluffs, 
Iowa, world traveler, was guest speaker 
at a mother-daughter banquet of Tall 
Corn Chapter (Council Bluffs, Iowa.). 
He has visited more than 70 foreign 
countries and owns the largest collec- 
tion of colored slides in the world, many 
of which he showed at the banquet. 

Waterloo Chapter (Iowa) was privi- 
leged to hear Rabbi Mordecai Simon of 
Sons of Jacob Synagogue, who explained 
the Jewish faith. A farewell was given 
for Mrs. Jay Smith, chapter Secretary of 
the Year and past-president, who moved 
to Philadelphia. 

At the June meeting of Sal-Ute Chap- 
ter (Salt Lake City, Utah), two instruc- 





tors from the Utah School of Culture 
lectured on the art of speech, make-up, 
clothes, and diet. 


Lomond Chapter (Ogden, Utah) 


members learned of the growth of their 
city from guest speaker, Mr. I. J. Wisner, 
member of the recently-organized speak- 
ers bureau of the Ogden Chamber of 
Commerce. Mr. Wisner is the superin- 
tendent of the Swift and Company Og- 
den plant. 


ALICIA COGAN 
161 Prospect Park West 
Brooklyn 15, L. I., New York 


NORTHEASTERN DISTRICT 


During the past year Pagoda Chapter 
(Reading, Pa.) has been a member of 
the Reading Council of Civic Clubs, 
sending a representative to each of the 
Council's monthly meetings. The chap- 
ter is now looking forward to a summer 
picnic, planned for the entertainment of 
underprivileged children. 

Brockton Chapter (Mass.), under the 
leadership of Education Committee 
Chairman Wanda Zawaeska, completed 
its initial program of group study meet- 
ings. These proved particularly popular 
among new members. As a civic project 
the chapter assisted the local Red Cross 
with mailing lists. 

Pawtucket Chapter (R. I.) celebrated 
its third anniversary by presenting its 
third annual scholarship. In three years 
the award has increased from $55 to 
$200. 

Hazleton Chapter (Pa.) held a joint 
luncheon with the local Kiwanis Club 
at the Hotel Altamont. Guest speaker 
was Paul S. Beaver, head of management 
training at Penn State University. 

Guest speaker at the June meeting of 
Long Island Chapter (Nassau County, 
N. Y.) was Mr. Henry Viscardi, presi- 
dent of Abilities, Inc., a firm employing 
only the handicapped and disabled. Mr. 
Viscardi, who recently won an American 
Medical Association award for his great 
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contribution to humanity, described the 
work being done so the handicapped 
might live useful and dignified lives. 
The chapter, in conjunction with Hof- 
stra College, awarded a $1500 scholar- 
ship to Marilyn Zeller of Wantagh High 
School, who will work toward an asso- 
ciate degree in Applied Sciences at Hof- 
stra College. 

With Frances Dickinson as general 
chairman, Hartford Chapter (Conn.) 
rolled out the Rose City’s best red car- 
pet for the New England Conference 
held there on June 7, 8, and 9. Mrs. 
Chase Woodhouse, former congress- 
woman from Connecticut, made the key- 
note speech, “Woman Power in Today's 
Economy,” and a panel discussion, “Get- 
ting Places,” was moderated by Dorothy 
Gustafson, Connecticut Division vice 
president. Mrs. Patricia McGee, presi- 
dent of Torrington Chapter (Conn.), 
won the title, “Miss New England Sec- 
retary,” on the basis of her service to 
NSA. Portland, Maine, was chosen as the 
site of the 1958 conference. 

Allegheny Valley Chapter (New Ken- 
sington, Pa.) announces its members 
have donated 43 hours monthly to civic 
and charitable work, including service 
at the New Kensington Library. 

For the fifth consecutive year, the 
Providence Chapter (R. I.) awarded a 
scholarship to a high school graduate 
who planned to become a secretary. 
Marilyn Balkum, outstanding student at 
St. Xavier’s Academy in Providence, re- 
ceived this year’s award of $500 at the 
chapter’s June meeting. 

Members of Beaver Valley Chapter 
(Rochester, Pa.) honored executives’ 
wives at luncheon at the Beaver Valley 
Country Club. The program featured a 
review of the novel, “Papa’s Wife.” 
Marie Samson, past treasurer of the 
Pennsylvania Division, was a guest. 

In cooperation with seven local mer- 
chants, Fort Venango Chapter (Franklin, 
Pa.) staged its tenth annual style revue, 
“A Cotton Carnival of Fashions,” dis- 
playing cottons suitable for shopping, 
air travel, vacationing, and for a wed- 
ding. Neva Allabach was mistress of 
ceremonies. 

At the June meeting of the Queens 
County Chapter (N. Y.), six new mem- 
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bers were installed by Mrs. Dorothy M. 
Boyd, immediate past president of the 
chapter. 

At the June meeting of the Lockport 
Chapter (N. Y.), a cool program was 
presented when Gary Kollif and Emil 
Lorenti of the Youngstown Water Ski 
Club joined forces with Richard Beaty, 
formerly with Cypress Gardens, to lec- 
ture and show slides on waterskiing. 

Philadelphia Chapter (Pa.) held its 
annual dinner to honor employers at the 
Poor Richard Club with 70 guests pres- 
ent. Dr. Wilton M. Krogman, professor 
of Physical Anthropology at the Uni- 
versity of Pennsylvania, spoke on “The 
Story of Murder in the Bones.” 

Norwalk Chapter (Conn.) held its 
annual Boss Night dinner at the Shore 
and Country Club. Thomas J. McNeil of 
the U. S. Information Service, recently 
returned from behind the “Iron Cur- 
tain,” was the speaker. Mr. McNeil 
showed a film depicting communist in- 
doctrination of youth in East Germany. 
Mr. A. Laurence Crable, personnel direc- 
tor of Remington Rand Univac, was 
master of ceremonies and Charles W. 
Gager, president of the National Bank 
of Norwalk, was Boss of the Year. 

By land and air 185 members of the 
32 chapters in the Pennsylvania Division 
traveled to Wilkes-Barre for the annual 
division meeting June 7, 8, and 9. Ber- 
wick and Wilkes-Barre Chapters ( Pa.) 
were co-hostesses. 

A new experience to many was a tour 
of the Dorrance Colliery of the Lehigh 
Valley Coal Company to see the mining 
of black diamonds (coal), a leading in- 
dustry in the area. 

At the business session, the Member- 
ship, Scrapbook, and Bulletin Commit- 
tees presented awards on a point system 
for achievement on the division level. 
Pittsburgh Chapter (Pa.) received a 
prize for most miles traveled to attend 
the meeting, 21 members having jour- 
neyed a total of 11,718 miles. New di- 
vision officers elected are: Doris Snell- 
inger, president; Mrs. Betty Bolton, vice 
president; Jessie P. McGraw, secretary; 
and Jean Large, treasurer. 

Mrs. Phloretta Shipula was mistress of 
ceremonies at the Saturday banquet in 
the Crystal Ballroom of the Sterling 





Hotel. After a song fest, the Reverend 
Carl Leinback addressed the group. 
NEVP Ethel Ambler spoke at the Sun- 
day brunch, describing the growth and 
progress of NSA under the title “I 
Remember.” 


ANNE FROHMAN 
7208 Field Ave. 
St. Louis 16, Missouri 


SOUTHWESTERN DISTRICT 


Los Angeles Chapter (Calif.) pre- 
sented its seventh annual Dorothy Grif- 
fiths Memorial Scholarship Award to 
Laya Rosenshane. Mrs. Arlene Miller, 
president, entertained the newly installed 
officers and the 1957 chairmen in an 
informal evening get-together at her 
delightfully cool home overlooking the 
San Fernando Volley. In the coming 
year, special emphasis will be placed 
upon chapter contribution to civic pro- 
grams and active participation by new 
members. 

“Today's Secretary—The First Lady 
of American Business” was the theme of 
the symposium sponsored by Pasadena 
Chapter (Calif.) at the Huntington- 
Sheraton Hotel. Keynote speaker was 
Mr. Harrison B. Taylor, executive vice 
president, Dale Carnegie Publishers, Inc., 
whose subject was “The First Lady of 
American Business.” Panel speakers were 
Mrs. Virginia Robertson, CPS, secretary 
to the President of American Pipe & 
Steel Corporation, who spoke on “The 
Aide-de-Camp”; Marjoria Forsythe, 
fashion commentator and TV personality 
with John Robert Powers School, whose 
subject was “The Charming Amanuen- 
sis”; Mr. E. A. Holmes III, manager of 
Reliability and Standards in Autonetics 
Division, North American Aviation, 
Downey, who discussed “The Secretary 
As Diplomatic Emissary.” Mr. Cliff Boll- 
man, certified Dale Carnegie instructor, 
was panel moderator. Mr. Oliver B. 
Prickett, well known motion picture and 
TV star, was guest speaker at the lunch- 
eon. 
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The fifth annual California Division 
meeting was hostessed by Queen Beach 
Chapter (Long Beach, Calif.) with Bet- 
ty Mahoney serving as general chairman. 
Keynote speaker was Dr. Lois Swanson, 
associate dean of students, Long Beach 
State College, who discussed “The Pro- 
fessional Woman's Place in the World.” 
Her remarks were based on the con- 
clave’s theme, “Progress Is Measured 
with Backward Glances—It Is Attained 
by Forward Looks.” Whittier Chapter 
(Whittier, Calif.) was presented with 
the Jo Maes Knoerr Award for the chap- 
ter having the highest percentage of at- 
tendance. Monterey Peninsula Chapter 
(Monterey, Calif.) will hostess the 1957 
Division Meeting. 

Six new members were initiated at the 
annual initiation-installation dinner of 
Lake Merritt Chapter (Oakland, Calif.). 
Eight members attended the California 
Division meeting at Long Beach and five 
members attended the national conven- 
tion. Summer meetings included a barbe- 
cue and swimming party to which pro- 
spective members were invited. 

Members of Christine Chapter (New- 
ton, Kans.) enjoyed an outdoor picnic 
at Kidron Cottage on June 20. Three 
members attended the installation din- 
ner of Minisa Chapter ( Wichita, Kans. ), 
and the chapter was well represented at 
the national convention. 

Nola Chapter (New Orleans, La.) is 
working hard to promote the CPS pro- 
gram in New Orleans. The new mem- 
bership committee held its first meeting 
on June 18. President Ethel Nargot dis- 
cussed the CPS program and emphasized 
the importance of interesting more sec- 
retaries in taking the examination. Dr. 
Raymond P. Witte, director of the Eve- 
ning Division, Loyola University, was 
the principal speaker and conducted a 
round-table discussion. He placed em- 
phasis on the fact that the only way to 
raise a job to a profession is through 
education. New officers were installed 
and four new members were initiated at 
the chapter’s June meeting. 

Columbia Chapter (Mo.) is proud of 
Mrs. Henrietta L. Phillippe, stenographic 
clerk for the state agricultural statistic- 
ians’ office, who was recently awarded a 
superior service award in a ceremonial 
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program in Washington, D. C. The 
award was made for her “unusual ability, 
constructive attitude, adaptability in 
meeting enlarged requirements in per- 
forming administrative and secretarial 
duties.” Mrs. Phillippe joined the United 
States Department of Agriculture’s of- 
fice in Columbia in 1943. An expense- 
paid trip to Washington was a part of 
the award. 


Tower Lights Chapter ( Austin, Tex.) 
held its annual installation of officers for 
1957-58 at a dinner meeting at the 
Austin Engineers and Associates Club. 
On behalf of the chapter, incoming 
President Dale McGee presented a presi- 
dent's gavel guard to Mrs. Richardine 
Quinn, retiring president. It was almost 
like Christmas, as each secret pal re- 
vealed herself by a gift to the member 
whom she had kept guessing for a year. 
Mrs. Eula Bulkley, chapter member, gave 
a delightful review of the book, Song 
‘of Ruth, by Frank Slaughter, a Texan. 


The new officers of Trinity Chapter 
(Fort Worth, Tex.) were installed at 
an impressive candlelight ceremony. The 
chapter's phenomenal membership 
growth—144%—was rewarded with the 
Southwestern Division Membership 
Award which was accepted by Mrs. Ida 
Graham, president, at the Division 
meeting in Tyler, Texas. Mrs. Willa 
White, membership chairman, was pre- 
sented with an NSA guard in apprecia- 
tion of her tireless efforts and hard work 
as chairman of the membership com- 
mittee. 

Houston Chapter (Tex.) installed 
Huntsville Chapter (Tex.) on May 25. 
The installation ceremony took place at 
a luncheon in the Sam Houston Room 
of the Plaza Hotel. About 75 persons 
were present, including charter mem- 
bers, bosses, and guests from Houston, 
Dallas, Galveston, Tyler, and Bryan. 
Mrs. Lillie Mae Smith, chairman of the 
New Chapters Committee of Houston 
Chapter, was mistress of ceremonies. 
The eleven charter members were ini- 
tiated by Mrs. Elizabeth Pierce, presi- 
dent of Houston Chapter. SWVP Mrs. 
Eleanor Lavelle, CPS, welcomed the new 
chapter into the Association, and new 
officers were installed by Texas-Louisi- 


ana Division President Ruth Williams, 
CPS. 

Senator Henry B. Gonsales was guest 
speaker at Anacacho Chapter’s (San 
Antonio, Tex.) June 26 meeting. Five 
members attended the national con- 
vention. Plans for the coming year in- 
clude a panel discussion by three repre- 
sentatives of management and three sec- 
retaries to discuss the requirements of a 
good secretary; the Texas-Louisiana-New 
Mexico Regional Conference to be held 
in San Antonio in November; a style 
show honoring “The Boss's Wife,” the 
ninth Annual Executives Night Dinner, 
and 1958 Secretaries Week activities. 





Mind Your Office Manners 


(continued from page 9) 


the name of the department, and your 
own name. If no department is involved, 
answer with your own name. If you 
answer someone else’s phone, give the 
proper department name, then your own 
name. 

Do you have to ask the telephone call- 
er to repeat his name after it has been 
given to you? 

Always have pencil in hand and paper 
ready when answering the telephone. 
Write down the caller’s name even if 
you think you have no need for it. 

Are you gracious on the telephone? 

Leave your number and spell your 
name, especially if it is difficult, without 
being asked. Apologize if you get a 
wrong number. Offer to transfer a call 
if necessary. Offer to take a message. 
Give necessary information, but not toc 
detailed. Never fail to write down every 
message you take for someone else. 

Who hangs up first? 

If you are talking to an executive, no 
matter who initiated the call, the execu- 
tive should terminate the call. 

Good office manners cannot be di- 
vorced from other good manners. Both 
grow and depend upon each other. Both 
require observation and practice; and 
reading helps. You owe it to yourself— 
people may not remember your name, 
may remember your face, but will always 
remember your manners. Work on them, 
and the results will be rewarding. 
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Regional Conferences 


Northwestern District 


Region I 


Time: 
Place: 
Hostess: 


Region II 


Time: 
Place: 
Hostess: 


Region III 
Time: 
Place: 


November 1-2-3 
Washington Hotel, Seattle, Washington 
Sacajawea Chapter 


September 27, 28 and 29 
Cosmopolitan Hotel, Denver, Colo. 
Denver Chapter 


October 18-19-20 
Kirkwood Hotel, Des Moines, Iowa 


Southwestern District 


California-Arizona Regional Conference 


Time: 
Place: 


October 12-13 
Statler Hotel, Los Angeles, California 


Ark-Kan-Mo-Okla Regional Conference 


Time: 
Place: 


Time: 
Place: 


November 2-3 
Town House, Kansas City, Kansas 


Tex-La-NM Regional Conference 


November 9-10 
Gunter Hotel, San Antonio, Texas 


Northeastern District 


Time: 


Place: 
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October 4, 5 and 6 
Claridge Hotel, Atlantic City, N. J. 
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The emblem of The National Secretaries Association (International) is 
significant of its aims and purposes. Emblazoned across the face of the 
emblem is the classic lamp of learning, its rays lighting the world; the 
world signifying that the field is unlimited for the secretarial profession; 
and stamped boldly on this emblem are the letters B-L which stand for 
Better Learning, Better Letters and Better Living. 


Elizabeth Miller 
2101 walnut St., Apt. 723 
Pniladelpnia 5, Pa. 3 





